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On-Page or Intra Process Connector. Used to 

avoid complex overlapping connector lines or to 

continue a process on a subsequent page. Also 

used to reference a sub process within the same 

main process. Connectors are labeled with 

UPPER CASE letters.

Decision 

Outcome

Manual 

Operation

Start

Indicates point at which the process ends. Does 

not represent any activity.

Budget YE 

Close

GL

5.3

Represents an interface or a process step that is performed 

within the PeopleSoft system. Use a verb phrase (Process 

Invoice) NOT a noun phrase (Invoice Processing) to describe 

the step.

Batch 

Process

Represents a process or step that is performed manually. Use a 

verb phrase (Process Invoice) NOT a noun phrase (Invoice 

Processing) to describe the step.

Step Number 

Inter Process Connector. Used to connect steps 

between business processes. Description can 

include Process step name. (e.g. General Ledger 

Sub Process 5.3 would be  Budget YE Close GL 

5.3 ).   

Step 

Description

The step number should 

be placed at the top of 

each step or process

Represents the possible outcomes of a decision or analysis that 

took place in a step immediately preceding. NOTE: this symbol 

itself does NOT represent any activity, and should not be given an 

identifier.

X

Represents an entity (person, organization, etc.). 

Used only when necessary to show the source of 

important information

End
Represents a batch process within the PeopleSoft system.  Use 

a verb phrase (Process Invoice) NOT a noun phrase (Invoice 

Processing) to describe the step.

Indicates point at which the process begins. Does 

not represent any activity.

Represents a document of any kind, either 

electronic or hard copy

Document

Entity 

Name

 1.1.1

Approve PO
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PR 4 Manage Sourcing/Strategic Sourcing - 4.1 - Create Sourcing Event

Start

The Buyer will prepare 

attachments to included on 

the sourcing event.

Specifications

Contract Template

Instructions

4.1.2

Add Event 

4.1.3

Define Event 

Summary

The Buyer will define the 

description and dates for the 

event.

4.1.4 

Define Event 

Basics

The Buyer will create the event 

as an event format of buy and 

event type of RFx. 

Events can be created from 

following:

Requisition 

Existing contract/PO

Another event

A delimited file

Manually entered

The Buyer will perform the 

following:

Determine the Settings and 

Options

Enter Comments and 

Attachments

Enter Event Bid Factors

Enter Payment Terms and 

Conditions

Define Event Constraints

4.1.5

Configure Line 

Items

The Buyer will perform the 

following:

Enter line items

Define line bid factors

Enter comments and 

attachments

A

4.1.1

Prepare 

Attachments
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PR 4 Manage Sourcing/Strategic Sourcing - 4.1 - Create Sourcing Event

Yes

Yes

No

4.1.6

Search and Select 

Bidders to Invite

4.1.8

Post the Event

Collaboration

Needed?

A

4.1.9

Create New 

Version

Posting the event sends 

notifications to Bidders and 

begins countdown to the 

event close date.

If needed, the Buyer can 

collaborate with other Buyers 

on this event.  

Responses by Collaborators 

can be reviewed and 

accepted or rejected.

Event 

Changes?

The Buyer will search 

based on NIGP codes to 

determine the Bidders and 

Suppliers to notify of the 

event. 4.1.7

Invite 

Collaborators/

Review 

Responses

No

B

Any time a Buyer makes a 

change to an event, they 

should create a new 

version and notify the 

Bidders.
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PR 4 Manage Sourcing/Strategic Sourcing - 4.2 - Bidders/Suppliers Respond to Events

4.2.1

Receive 

Notification

Bidder will download 

and open attachments

Bidder will receive 

notification of the 

bid event.

4.2.3

Download 

Attachments

4.2.4

Enter/Upload 

Responses

Bidder 

Registered?

No

Yes

Bidder enters their 

responses and upload any 

required attachments.

B

D

C If a Bidder has not registered 

VDOT will accept manual bid 

packet.

If a Bidder has not registered they 

will complete the eVA registration 

process to bid online, otherwise 

VDOT will accept manual bid 

packet.

4.2.2

Accept the Event
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PR 4 Manage Sourcing/Strategic Sourcing - 4.3 – Enter Bidder Manual Responses

4.3.2

Bidder Registers in 

eVA 

4.3.4

Create Bidder 

Respone

Use the Maintain bidder pages to 

enter basic Bidder information

Existing 

Vendor?

No

4.3.3

Maintain Vendor
Yes

4.3.5

Respond to Event

4.3.6

Upload Scanned 

Responses 

4.3.7

Submit Bid
D

C

4.3.1

Receive Bid 

Packets
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PR 4 Manage Sourcing/Strategic Sourcing - 4.4 - Analyze and Award Events

4.4.1

Analyze Bid 

Responses 

4.4.5 –Collaborate 

on Bid Responses 

4.4.2

Award Total Bid

4.4.3

Award by Line

Award Total 

Bid?

No

Yes

Buyer will review the 

Bidder responses, and 

determine if there are 

any to disallow.

If the award is greater than 

the Buyer’s authority the 

Buyer will invite collaborators.

The Buyer can award individual 

lines to several vendors or just 

one vendor.

Exceeds 

Buyers 

Authority?

Yes

No

E
4.4.4-Set to 

Pending Award

E

D

The Buyer will award the 

entire bid to one vendor.
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PR 4 Manage Sourcing/Strategic Sourcing - 4.4 - Analyze and Award Events

Yes

No

If allowed, the Buyer 

can counter the bids 

and create new rounds

4.4.7 

Post  Award

The event is awarded to 

one or more contracts

4.4.6 

Counter bids

4.4.9 

Award to 

Contract(s)

One time 

purchase?

4.4.8 

Award to 

Purchase 

Order(s)

When notifications are 

ready to be sent, the 

Buyer posts the award.

PR

1.0

PR

5.0

PR

3.0

The event is awarded to one 

or more Purchase Orders

Awards are sent to the 

Purchase Order Module 

for further processing

Awards are sent to the 

Contract Module for 

further processing

E

Vendor Item relationships will be created 

or maintained using Item Maintaince.

End
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